Microsoft Outlook 2007 Working with Signatures
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Outlook signatures

Outlook signatures are blocks of text used to identify you which often include contact information. Signatures help add a creative or
personal touch to messages. Signatures can be saved and set to automatically apply to new messages or replies and forwards, so they
don't need to be retyped every time you send a message. Outlook supports multiple signatures. You can establish a default signature
that you want to use most of the time, but you can also create other signatures to be applied in certain circumstances. For example, if
you are a member of a committee and you want a special signature for messages related to that committee, you can use an alternate.

Create a signature block for messages

To create a signature block, under the Inbox, click Tools > Options > choose Mail Format tab. Click on the button “Signatures.”

On the screen that appears, click the New button.

Signatures and Stationery ﬂﬂ
E-mal Signature | Persanal Stationery |

lect signature to edit Chaose default signature
ﬂ E-mail aceount: IMicrosoFt Exchange Server j
hew messages: I(none) j
. . . Replies/forwards: I(none) j
Office of Technology, Bloomsburg University = Page 1 of 8
Delete | Mlew Save | Rename |




Microsoft Outlook 2007 Working with Signatures

A new window will appear. Enter a name for your signature.

Type a name For this signature:
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Signatures and Stationery

E-mail Signature | Personal Stationery

Select signature to edit

Add your signature block info and click Save.

Click OK when done.
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Automatically use signature on ALL new email messages

In the same area used to create a signature (under Tools-Options-Mail Format-Signatures), click on the drop down arrow next to New
Messages and choose the signature you would like applied for all new messages.
e You may do the same thing for Replies/Forwards — that will include your signature on all replies/forwards!
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Don’t care to have your signature on ALL messages?

Leave the fields for new messages and replies and forwards set to NONE. When creating a new email you wish to use your signature on,
click on the icon for signatures and choose your signature.
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Edit signature

Click Tools > Options > choose Mail Format tab. Click on the button “Signatures.”
e From the Select signature to edit scroll list, select the Signature you want to edit.
e Inthe Edit signature section, make the appropriate changes to the Signature.
e Click OK on dialog boxes until you are back out to the main Outlook window.

Delete signature

Click Tools > Options > choose Mail Format tab. Click on the button “Signatures.”
e From the Select signature to edit scroll list, select the Signature you want to edit.
e Inthe Edit signature section, make the appropriate changes to the Signature.
e Click OK on dialog boxes until you are back out to the main Outlook window.
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Add a hyperlink to your signature

Type the text you wish to display as a hyperlink to an
outside web page. Edit signature
Highlight text and click the "insert hyperlink" button. \Calibri (Body) ¥ |12 ¥ \ B 7 U [ v|||§ =
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The following window appears. It will show the text to display. Add hyperlink address in the Address section. Sample screenshot below!

Insert Hyperlink ElE
Link to: IIext to display: IOFFice of Technology I ScreenTig. .. |
Look in: =% johl on ‘buadidatatUsers_L-0)' (P} \Lﬁl Ql .__?,l
Existing File or
Web Page ) ACCESS ﬁl ﬂl
CFQ"ILB”': = Adobe
piaer L) AdobestockPhotos
Place in This I Applications
Document Browsed |5 backupl
Pages || Classsite
E ;‘h' Copy of Copy of My Music
Create Mew Recent Copy of My Daté Sources
Documnent Files Q Copy of My Music
Copey of My Yideos LI
Address: Ihttp:,l',l'ot.blnnmu.edu ;I

E-mail Address

OF I Cancel

Delete hyperlink

Highlight hyperlink text and click the hyperlink icon.
In the window that appears, you will see a button called "remove link" — click on that to remove link.
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Add an image to your signature

Create new signature block.

Add text if desired.

When ready to insert image file (i.e., .jpg, .gif), click the "insert picture" button. Browse to the location of the image file and chose image
you wish to use.
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Create handwritten signature for messages

To include a handwritten signature in your e-mail messages, you add an image of the handwritten text to an Outlook email signature.
Methods of reproducing a handwritten signature as an image include:

e Scanning the signature

e Taking a digital photograph of the signature

After reproducing the image, save the image in one of the common image file formats, such as .bmp, .gif, .jpg, or .png.

Crop the file to include only the handwritten signature.
Insert by following the instructions at the top of this page, "Add an image to your signature."
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Add a business card to your signature

Create new signature block.
Add text if desired.
Click the "business card" button. Browse to the location of your card — Outlook will be looking in your contacts folder for your card.
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Don't have a business card?

Create one easily by following this instruction:
Creating a new email message — insert your name in the To field, using the global address book entry for your address.
Once your name is in the To field, right click on it and choose Add to Contacts.
A new card will come up on your screen. Edit the text in any way you choose.

You may add a photo to your card by clicking the "Add Contact Picture" icon. —_— @
b

See next page for more design tips for your business card!
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A snapshot of what your business card looks like is located on the right side of your contact card.

You may specify a different background color, font, or placement of your image in another location than the default.
Do this by right clicking on the card and choose "edit card."

Edit as you desire.

Be sure to click Save & Close when done.

GE"‘ FEEETEDE iy
| Contact | Insert Format Text Developer @
I 1= By Ea% General] 4] Certificates 3-‘% i 8=l | =] Picture ~ Lﬁ y "“
- ElDetails  EE AN Fields | g AN I
Save & s o E-mail Meeting  Call || Business Spelling | Contact |
Close &K !| 8] Activities || - || Card af |: - || Mates |
Actions | Shiow || Communicate || Options | Proofing '|OneNote |
N\
Full Mame.., | |Oh|,.ludy Dhl, Judy
i —— Bloomsburg University
Campany: IBIu:u:urnsburg University Office of Technology
Job title: |Oﬁ=ice of Techrnology Administrative Applications
File 33! Ohl, Judy {570) 389-5327 Wark.
| johl@bloonu. edu
Internet
[LEH E-mmail... | -| |'0hl bloomu. edu
Display as: |Oh|,.ludy Rl5tas

Office of Technology, Bloomsburg University Page 8 of 8



	Outlook signatures
	Create a signature block for messages
	Format text

	Automatically use signature on ALL new email messages
	Don’t care to have your signature on ALL messages?  

	Edit signature
	Delete signature
	Add a hyperlink to your signature
	Delete hyperlink

	Add an image to your signature
	Create handwritten signature for messages 
	Add a business card to your signature
	Don't have a business card?


